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DTS Expenses Screen for Routing Officials

Introduction

Getting Started

DTS provides over 50 selectable expense items, which are allowable, reimbursable travel
expenses and mileage allowances per the Joint Travel Requlations (JTR). For official travel,

individuals use the DTS Expensesnodule which provides a single entry point to enter travel
expenses, calculate mileage allowances, and attach supporting documents (e.g., leave forms,
memos). For each entered expense, individuals can easily delete and duplicate expenses using
options (3-dots icon). If a traveler incurs an approved travel expense that is not within the DTS
expense listing, the individual can use Other Expenses > OtherCreate Your Owro enter the
item.

As an Authorizing Official (AO) you will carefully review each expense entry, comments, the
supporting documentation, receipts, Pre-Audit flags, Reason Codeand justifications
confirming the document is within compliance of travel regulations and local policy. To assist
AOs, the Desktop Guide for Authorizing Officials provides basic information to AOs/COs on their
official roles, explaining the various tasks they must complete along with a detailed checklist for

each DTS document type. If you determine a document does not meet compliance and policy
requirements, then return it (with comments) for traveler corrective action.

Note 1: When travelers manually enter an expense, DTS will trigger a Pre-Audit flag requiring
justification. If you are an Authorizing Official (AO) ensure the justification meets compliance
requirements.

Note 2: Some selectable “expenses” in DTS are actually allowances (e.g., POV mileage), but DTS
calls them expenses, so this information paper uses that term throughout.

*For this information paper, “you” refers to a DTS Routing Official who views documents
submitted by travelers or someone acting on behalf of the traveler. A DTS Routing Official is any
individual named on a DTS routing list. A Routing Official can be an Authorizing Official,
Reviewing Official, Certifying Official, Transportation Officer, etc. This document mainly focuses
on Authorizing Officials.

For full details of the available expenses for all DTS document types (authorization, voucher and
local voucher), see the DTA Manual, Appendix K.

Once a traveler completes and signs a document, based upon the DTS routing list and after TMC
action when reservations apply, Routing Officials can enter the record to take action.

Note: Some organizations may have routing lists containing a single step - APPROVEIDther
organizations may have Reviewers or Transportation Officers in the travel process who apply
REVIEWEDr TO REVIEWED HORR.stamps. When warranted, any Routing Official may apply
RETURNE#D a document, so the traveler can take corrective action. Regardless of how many
individuals are added to a routing list, for DTS documents the Authorizing Official or AO is always
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Getting Started
(continued)

last and applies the APPROVEIRETURNEDBr CANCELLEEamp as appropriate. Note: Only
the AO can apply the CANCELLEEamp to a DTS document.

To begin log into DTS.

1. From the DTS Dashboargto access DTS travel documents requiring your attention select
Trips Awaiting Actiorguick link or from the Administrative menu line (Figure 1). Note: If
you need to view a document not waiting your action, select Traveler Lookugrom the
Administrative menu line to search for the traveler’s document.

System Status: g' EWTS v

‘ @ Chris AWest v

Defense Travel System

Home Trips A~ Travel Tools v

g Trips Awaiting Action

‘.d Traveler Lookup

Message Center Administration v

b
Ed Cross-Org Document Lookup

N

Figure 1: DTS Dashboard (Trips Awaiting Action - Option)

2. Once you select the item the Trips Awaiting Actiorpage displays (Figure 2). In order to

Defense Travel System
N

Home Trips v Travel Tools v Message Center Administration v

Trips Awaiting Action (156) Search Q
1 Trip documents that were routed to you for review and signature.
\\
Sortby  Last Signed (Newest) v u
Eric West TA Number: 2

Departing on 05/03/21  Last Signed Date: 04/16/21

AUTHORIZATION EWFTGORDONGADS0321_A01 ESTIMATED COST $1189.1¢
Approve

Figure 2: Trips Awaiting Action Screen

locate the trip on the list, you may need to change the Sort By(Figure 2, Indicator 1).

3. Once you locate the traveler and document, select the (pending) action stamp (Figure 2,
Indicator 2) which is APPROVor Authorizing Officials (AOs), the document opens on the
Review Trip[document type) screen.

4. The Reviewscreen provides a trip summary. It is best to access the Expensesnodule to get
the full expense Details attachments, and added Notes
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Expenses As a Routing Official, there are two ways you can access the Enter Expensescreen when
Module reviewing a DTS document:

1. Select Expenses$rom the Progress Baiillowing a view-only mode (Figure 3). Note: This
information paper addresses this option.

Trip Authorization Info

Reservations

Finances

| Expenses

5 Per Diem

ﬁ;} Accounting

Review

Figure 3: Progress Bar — Expenses

2. Create an adjustment to change the document into an editable mode (Figure 4) on the
Review Tripscreen. Then proceed to Expenses

& Review the document and proceed to the Sign and Submit page to stamp. To make an adjustment, click mﬁ%

Review Trip Authorization & Print

Trip Details for:
EWFTGORDONGAO050321_A0L @

Figure 4: Create an Adjustment Link

Expense There are six primary expense categories or groupings with specific expense types available for
Categories an authorization and voucher accessible on the Enter Expensescreen.

1 International Travel ExpensesExpenses specific to OCONUS such as
Immunizations/Inoculations

1 Lodging ExpensesLodging expenses that not already recorded in the Per Diem table
such as Lodging Cancellation Fee

1 Mileage ExpensesExpenses related to transportation for which you receive a mileage
allowance such as Private Auto— To/From Terminal
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Expense
Categories
(continued)

Enter Expenses

9 Other ExpensesReimbursable expenses not listed elsewhere such as Baggage- Excess
fee and Conference Registratiofee.

9 Ticketed Expensedicketing related to reservation expenses such as TMC Fee (IBAr
Train Ticket (IBA)

i TransportationExpensesExpenses related to transportation not involving mileage
allowance such as Rental Car-at TDY Arear Parking— At the Terminal

The local voucher has four primary expense categories.

1 International Travel ExpensesExpenses specific to OCONUS such as Foreign Currency
Conv Fee

9 OtherExpenses Reimbursable expenses not listed elsewhere such as Other - Create
Your Own

1 MileageExpenses Expenses related to transportation for which you receive a mileage
allowance such as Private AuteLocal Area

9 Transportation ExpensesExpenses such as Parkingand TollgFerry Fees

In an authorization, the expense costs are estimates with the actual costs recorded on the
voucher, see Voucher Expenses session further below. As an AO you want to verify the traveler
included what is necessary to meet the mission and the type of transportation is most
advantageous to the Government travel. See the JTR, Chapter 2, 020206, M. Commercial Air
Transportation. Commercial airplane is the preferred mode for official travel more than 400
miles one way or more than 800 miles round trip.

The JTR provides the policy to assist the AO with travel compliance. In addition, Routing Officials
can use the AQ/CO Checklist and Instructions Trifold when reviewing DTS documents.

Note: There are specific rules which apply when constructed travel (e.g., POV) is considered for
travel. See the JTR, 020210. Privately Owned Vehicles (POV). The AO should follow the JTR and
determine if the travel mode costs should be approved as full or limited.

As a Routing Official, what you see on the Enter EKpensesscreen (Figure 5) is:
9 Asingle running list of booked reservation expenses and projected non-reservation
expenses and allowances (Figure 5, Indicator 1).

0 You should review the document for the correct dates, TDY location, and entered

expenses to ensure the information is consistent with the mission.

0 You should view the expenses to ensure they meet policy requirements (e.g., ILP,
Compactrental car) and if outside review the Notesand Pre-Audit flags for valid

justifications.

0 Verify the traveler entered the correct expenses (e.g., rental car — fuel, if rental car
booked) (Figure 5, Indicator 2).

9 Atriangle icon for entered expense items, which meet receipt requirements.
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Enter Expenses 9 N/A or blank in the icon column for any expense not requiring a receipt.

(continued) 9 The Method of Reimbursement (MOR) along with the cost for each entered expense.
This assists you with compliance of the Travel and Transportation Reform Act (TTRA) of
1998 and mandatory use of the Government Travel Charge Card (GTCC). For more
information about the GTCC requirements, see the Joint Travel Regulations (JTR), DoD
Instruction 5154.31, Volume 4, and the Federal Travel Regulations (FTR).

9 A paper clip icon for attachments for expenses or Documents * You should view the

attachments.

Note: An authorization might include a travel memo or a leave form to support travel (Figure 5,
Indicator 4). However, you most likely will not see receipts on an authorization. There is no
cause for concern when an expense triangle icon flags for the receipt on an authorization (Figure
5, Indicator 3) as no charges occurred.
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Enter Expenses c . 5 6
(continued) nter Expenses
SortBy = Date (Newest) v Expand All §3 [ 3 ]
1

A American Airlines (Flight 5365 - AGS to CLT) $10370

v Details  g5/07/2021 A IBA

$ Baggage - 1st Checked Bag 530.00

v Details  gs/07/2021 IBA
3

$ Private Auto - To/From Terminal $l400

v Details  g5/07/2021 N/A EFT

& Enterprise Rent-A-Car (AGS) S342.46

v Details  ps/03/2021-05/072021 A IBA
7

lem Lodging (Ft. Gordon, GA) $32100

v Details  g5/03/2021-05/07/2021 A IBA

A American Airlines (Flight 5201 - 1AD to CLT) $103.70

v Details  ps/03/2021 A IBA

2

$ Rental Car - Fuel 38000

v Details 0570372021 A IBA

$ Baggage - 1st Checked Bag 530.00

v Details  gs/03/2021 IBA

$ Private Auto - To/From Terminal $l400

v Details 0570372021 N/A EFT
4

O Memo

v Details  pa/1602021 @

Figure 5: Enter Expenses Screen

On the Enter Expensescreen (Figure 5), in the view only mode you can:

9 Change the Sort By(Figure 5, Indicator 5) to re-order the expenses.

9 Toggle between Expand Albnd CollapseAll (Figure 5, Indicator 6) to open and close all
of the expense items data cards to see Details Notes and Attachments
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Reservation
Expenses

Voucher
Expenses

Reservations automatically import from the Reservationsnodule into the EnterExpenses
screen (Figure 5). These reservations appear in the single expense listing. A triangle icon flags all
expense items meeting the receipt requirements (Figure 5, Indicator 7).

To view a reservation expense, select Details(Figure 6, Indicator 1). The window expands
providing Info and Notesfor Airfare, RentalCarand Lodgingexpenses.

4
1| _
em Lodging (Ft. Gordon, GA) $32100
05/03/2021-05/07/2021 Ak 3 1BA
Info Notes
< May 2021 >
Amounts reflect allowed per diem
2 lodging costs.

S M T w T F S
1

2 3 4 5 6 7 8
$80.25 $80.25 $80.25 $80.25 S0

9 10 11 12 13 14 15

6 17 18 19 20 21 22

23 24 25 26 27T 28 29

30 31
0/500

Figure 6: Reservation Expense Details Screen

For the lodging expense, Detailsenables a calendar feature reflecting daily per diem (Figure 6,
Indicator 2) for the TDY location, permits quick access directly to the Per Diemmodule options
(3-dots icon), enter Notes(Figure 6, Indicator 3), and associate receipts or documents under
Attachments(Figure 6, Indicator 4).

Note: You can access the Per Diem module at any time from the Progress Bar

On the voucher, all items listed must be valid travel expenses. The traveler should have updated
the estimates and removed any items which are not applicable. All lodging and any expense
$75.00 or more require valid receipts per the JTR. Vouchers may contain other travel
documentation. Examples of documents include, but aren’t limited to leave forms, constructed
travel worksheets, and special permissions for other-than-economy-or-coach-class travel, or use
of restricted airfares.

Note: As a reminder there are specific rules which apply when the traveler uses other than
preferred transportation, see the JTR, 020203. Transportation Types Most Advantageous to the
Government. As an AQ, if you were prompted to limit the travel on the authorization and did
not, then you are not allowed to limit it on the voucher. See the JTR, 010206. Travel
Authorizations and Orders, A and the JTR Supplement, Travel Orders, Amending a Travel Order,
B.
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Voucher On the EnterExpensescreen (Figure 7), you can:

Expenses
(continued)

=A =4 =4 =4 -4 4 =4

Use the Download all attachmentscon to view all receipts (Figure 7, Indicator 1).

View the dates and costs for each expense on the list (Figure 7, Indicator 2).

Identify expenses that require a receipt. Look for a triangle, icon and paper clip icon

(Figure 7, Indicator 3).

Select Detailsto expand the expense entry (Figure 7, Indicator 4).

If the receipt is required, is it attached? Is it readable?

View the Notes

Ensure the traveler claimed the correct MOR for each entered expense.

View the receipts to ensure the claimed amount matches receipt.

Use the View GTCC Transactioiten to view GTCC charges (Figure 7, Indicator 5).

Review all travel documents (e.g., leave forms, CTW) (Figure 7, Indicator 6).

Enter Expenses

| Sort By = Date (Newest) ~

%

Expand All T3 B [

HK American Airlines (Flight 5365 - AGS to CLT)
=4

~ Details 05/07/2021

$ Baggage - 1st Checked Bag
~ Details  05/07/2021

$ Private Auto - To/From Terminal
~ Details  ps5/07/2021

&= Enterprise Rent-A-Car (AGS)

~ Details 05/03/2021 - 05/07/2021

l=m | odging (Ft. Gordon, GA)

~ Details 05/03/2021 - 05/07/2021

N/A

K American Airlines (Flight 5201 - IAD to CLT)

~ Details 05/03/2021

$ Rental Car- Fuel
~ Details  0s5/03/2021

$ Baggage - 1st Checked Bag
~ Details 05/03/2021

$ Private Auto bh Terminal
~ Details o 1
3 Memo

Details  04/16/2021

<

N/A 3

$103.70

1BA

$30.00

1BA

$14.00

EFT

$342.46

1BA

$321.00 $

BA

$103.70
1BA

$80.00

1BA

$30.00

BA

$14.00

EFT

Figure 7: Enter Expenses Screen

Defense Travel Management Office

May 2022



INFORMATION PAPER: DTS Expenses Screen for AOs

Voucher
Expenses
(continued)

Voucher
Approval

9 To view the contents of the specific expense, select Details(Figure 8). The screen
expands to view Info, Notesand Attachments

1 .
$ Airline Ticket (IBA) $509.60 ¢
~ Details  03/12/2021 é BA
Info Notes Attachments (1) L
Expense Type* Bppeme—

Airline Ticket (IBA) v 0 c Q
Expense Amount* - . Q
$ 509.60

Description*

Airline Ticket (IBA)

Ticket Number*

33078 M
Cancel @ = °

Figure 8: Expense Details (Attachment - Air Receipt) Screen

9 Select Detailsto close the screen. The entry updates to show a paper clip icon that
indicates an attachment is present.

As an Authorizing Official, you must ensure travel documents comply with the Joint Travel
Regulations (JTR), Component business rules, or local policies before you can approve the
voucher for reimbursement of incurred expenses and earned allowances. Remember to use the
available resources on how to properly review documents and identify non-compliance items;
JTR, Desktop Guide for Authorizing Officials, Trifold — AO Checklist and Instructions, DTS
Regulations, GTCC Regulations, and TraX - Web Based Training (WBT) classes accessible from the
DTMO website.

For authorizations and vouchers, financial categories, claimable payments, including expenses
most common are Comm. Carkl, Comm. CarrG Rental CarLodging M&IE, Mileage,
Transport and Other. DTS displays the Categoryalong with the Allowed and Actualtotals in the
of the Accounting Codescreen and on the ReviewTrip screen. In the voucher there is an
additional page, the ReviewFinancial Summarycreen which provides the Entitlement
Summary(GTCC and Personal) for incurred expenses and allowances as well as any prior
payments and debts. Use the financial category totals and data from the ReviewFinancial
Summaryscreen to validate the voucher accuracy and help prevent improper payments. You
can learn more about the Travel Policy Compliance Program on the DTMO website.

Key Notes
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Voucher 1
Approval
(continued) T

1

1

)l
DTS ICONS Table 1

You should never approve a voucher if a required receipt or locally approved missing
receipt form is absent. Instead, return the document to the traveler for correction.

You must always view all attached receipts to ensure they match the claimed total. If
the receipt includes the total cost of several expenses, the total of the individual
expenses must match the total amount on the receipt. If they don’t match, return the
document to the traveler for correction.

You should ensure the traveler properly justified all Pre-Audit flagsand ReasonCodes

You should ensure the traveler included all supporting documentation (e.g., leave
forms).

On a voucher, a NDEA may stamp the document (T-Entered) on behalf of a traveler.
However, policy dictates a completed DD 1351-2 signed by the traveler must be

included as supporting documentation. DTS enforces the policy requirement with a hard
stop preventing signing and approving when the DD 1351-2 indicator is missing. The
missing receipt or DD 1351-2 data appears as an audit fail on the Digital Signaturepage.
You can only approve the voucher once the documentation is included with the
document. Exception On voucher amendments, if it is a CBA only claim or a cost
decrease, then DTS will not prevent signing without the DD 1351-2 attached in the Enter
Expensepage.

lists the available icons and provides a brief description.

Table 1

Icons Appearing in Area Headers

o Select to show more information for an item
@ Identifies Expense on the Progress Bar
Identifies an Expense on Enter Expenses screen — Other than a
$ Reservation Expense

X F

light Expense

& Rental Car Expense

Defense Travel Management Office
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Lodging Expense

o

Rail Expense

Icons for Attaching, Editing and Removing Documents

Select to Import a PDF and attach to an expense item. Available on the
Enter Expenses screen

Use to Add a receipt or file under Details (expense item)

Select to remove an attached document under Details (expense item)

Download Attachments - Under Details, select to download record in an
entry. You can also download all records (zip file) and on the Enter
Expenses screen.

browse

Select to search for and attach a file under Details (expense item)

'SIS)

Select to rotate an image right / left under Details (expense item)

QQ

A

Select to zoom an image in / out under Details (expense item)

Icons Appearing in the Document Column

Expenses - warning required receipt is missing

N/A

Expenses — receipt not applicable

Expenses - Number changes to show how many receipts attached.
Select to choose one and view it.

?

Attached file to an expense item

= Receipt
L) Required

Receipt Required icon for an expense. Displays under Review Trip
screen.
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Icons Appearing in the Actions Column

Icon appears for an entered expense. Select to duplicate or delete
an expense item.

References The DTMO website provides a number of travel resources. To see the full list, go to the main

Training page and search the Training Search Tool. Below are some references.

1

DTS Guide 2 —

https://media.defense.gov/2022/May/11/2002995241/-1/-
1/0/DTS GUIDE 2 AUTHORIZATION.PDF

DTS Guide 3 —

https://media.defense.gov/2022/May/11/2002995240/-1/-
1/0/DTS GUIDE 3 VOUCHER.PDF

DTA Manual Appendix K —
https://media.defense.gov/2021/Nov/15/2002893230/-1/-1/0/DTA APP_K.PDF

Trifold - Update Authorization - https://media.defense.gov/2022/May/13/2002996882/-
1/-1/0/UPDATINGITINERARYAUTH.PDF

Trifold — Update Voucher - https://media.defense.gov/2022/May/13/2002996883/-1/-
1/0/UPDATINGITINERARYVOU.PDF

Desktop Guide for Authorizing Officials -
https://media.defense.gov/2021/Nov/08/2002889466/-1/-1/0/A0_CO GUIDE.PDF

Trifold - Authorizing Official Checklist and Instructions -
https://media.defense.gov/2021/Nov/08/2002889235/-1/-1/0/A0-Checklist-Tri-
fold.PDF

TraX —

https://travel.dod.mil/Training/eLearning/

Joint Travel Regulations (JTR) —
https://travel.dod.mil/JTR

DTS Regulations -
https://travel.dod.mil/DTS-Regs

Government Travel Charge Card Regulations —

https://travel.dod.mil/GTCC-Regs
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